
Amending a Requisition 
(Funds Increases on Requisitions prior to Award) 

 
Under BPD procedures, if an Award is going to exceed the Requisition amount by more 
than $1,000, a Funds Increase is required.  This can be done by amending the 
Requisition, changing the line item(s) to the new amount(s), and then routing the 
amendment back to the requesting office for reviews/approvals.  If funds need to be 
increased after an award has been made (i.e. by modifying the PO, DO, or Contract), a 
Req For Mod needs to be initiated (see Req For Mod instructions).
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Click 
“Amend” 

Click 
“Yes” 

Choose 
“Create” 
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1.  Note how the look-
up buttons are present 
and we can now amend 
the PR. 

2.  Click 
“Items” 

Choose the item that will be 
increased.
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Select 
“Modify” 

1.  Note how the look-
up buttons are present 
and we can now 
modify the LI.

2.  The current 
unit price is 
$1000. 
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9. 

 
 
 
 
 
 
 
 
 
 

1. We must increase it to the NEW 
TOTAL, and NOT just by how 
much it is going up in price.  
Therefore, the new unit price is 
$2000, this does not mean the unit 
increased by $2000, it means the 
new price of the item is $2000. 

2.  Print screens 9-12 are merely to illustrate the 
dollar change throughout the PR, you do not need to 
take these steps on an actual funds increase for a 
released Req (UNLESS YOU ARE CHANGING 
THE QUANTITY).  If you would like to see the 
process then click on “Ship To”, otherwise go to 
#13. 

1.  Note the amount 
took hold 
automatically.

2.  Click on the hyperlink 
of the shipping address. 

3.  IF THE QUANTITY 
HAS TO BE AMENDED, 
IT MUST BE CHANGED 
ON THE SHIPPING 
ADDRESS AS WELL. 
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1.  The new 
amount is 
present. 

2.  Choose 
“Edit” 

3.  THIS IS WHERE THE 
QUANTITY WOULD HAVE TO 
BE AMENDED.  IN ADDITION 
YOU WOULD NEED TO GO 
INTO THE ACCOUNTING 
DATA AND CHOOSE 
CALCULATE TO GET THIS TO 
TAKE EFFECT.
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1.  The amount flowed over 
into the accounting data as 
well. 

2.  Choose 
“Submit” 
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“Submit” 

Click 
“Return” 
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1.  Note the new 
commitment 
amount.

2.  Click on 
“Route 
History”

Select 
“Route”

1.  Select 
“NEW LIST”. 

“Submit” 
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Select “Add Reviewer” to 
send this back to the end 
user/PR Creator. 

Select the reviewer’s UserID after you 
have searched for it. 

Click 
“Send”. 
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“Add” or “Skip 
Comments” as 
you see fit.

Once you see “Sent” next to their 
name you know it is in their in-box.  
If it still says “Ready to Send” it 
has not gone across and you will 
need to delete their name, add it 
again, and then send it once more. 


